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1 Introduction 

The Royal Hospital School provides a comprehensive pastoral support system for all 
pupils, through which good behaviour is taught and exemplified.  This system includes 
but is not limited to tutors, Housemasters and Housemistresses. 

The member of staff responsible for pupils’ behaviour and welfare is the Second Master. 

Policy Aims 

The aims of this policy are: 

 to enable the Headmaster to carry out his responsibilities of maintaining order and 

good discipline in the School; 

 to promote good behaviour; self-confidence, self-discipline and 
academic endeavour 

 to ensure, so far as possible, that every pupil in this School is able to 
benefit from and make his/her full contribution to the life of the School, 
consistent always with the needs of the School Community; 

 to promote a safe, positive environment in which pupils have the 
opportunities to discover and develop their talents; 

 to authorise the School Rules and any procedures necessary for 
implementing them. 

 

 

2 School behaviour  

Expectations of behaviour at the Royal Hospital School are set out in the following 
documents: 

 The School Rules; 
 This Behaviour Policy; 
 The Pupils’ Digital Handbook; 
 The Uniform Policy; 
 The Anti-bullying Policy; 
 The Smoking Policy; 
 The Drugs Policy;  
 The Alcohol Policy; 
 The Relationships Policy; 
 The Pupil Handbook; 
 Standing Orders and Routines for Boarding Houses; and 
 Expectations of staff and other documents relating to behaviour as created by 

the School from time to time. 
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Behaviour issues and Child Protection 

In assessing cases of poor behaviour, consideration should be given as to whether the 
behaviour under review gives cause to suspect that a child is suffering, or is likely to suffer, 
significant harm.  In such cases, the procedures in the School's Safeguarding and Child 
Protection Policy will be followed.  In addition, consideration should be given as to whether 
poor behaviour could be the result of an un-met special educational need or disability or 
because they are experiencing transitional difficulties, perhaps when moving from another 
country or school. 
 
Rewards and Sanctions 

The guiding principle for behaviour management is to use both rewards and sanctions to 
improve behaviour.  Rewards are an essential component in the promotion and 
development of good behaviour.  Sanctions should only be employed after due consideration 
and when alternatives have been explored.  They could involve an element of community 
service with the option of reviewing privileges. 

The School understands that rewards can be more effective than punishment in 
motivating pupils. The School is committed to promoting and rewarding good 
behaviour and work, and may do so in some of the following ways: 

 
 academic rewards such as merits;  
 good conduct and behaviour awards such as benes; 
 praise by staff; 
 personalised letters to parents/pupils; 
 recognition in School and House assemblies; 
 promotion to positions of responsibility. 
 

The Headmaster may prescribe and authorise the use of any sanctions as comply with 
good education practice and promote observance of and compliance with the School 
Rules. 

 
All rewards and sanctions are recorded in the School’s database, ISAMS, which 
automatically ensures that pupils, parents and staff are notified as appropriate.  A summary 
of this can be found in Appendix A. 

 
Teachers are encouraged to discuss behavioural issues openly with colleagues as 
soon as they occur.  They can refer to the document: Strategies for Encouraging Good 
Behaviour in the Classroom. 
 

   



 

The Royal Hospital School | Behaviour Policy 4 

 

3 School Rules 

The School Rules shall be set by the Headmaster.  The School Rules are necessary: 

 for the safety and well-being of everyone at the School; 
 for the reputation of the school community as a whole; 
 for the protection of school property and the wider environment. 

 
The School Rules apply to all age groups and at all times when the pupil is: 

 
 at school, representing the School or wearing school uniform; 
 travelling to and from school; 
 associated with the School at any time. 

 
The Governors and the Headmaster intend that the School Rules, this policy and the 
sanctions provided in them shall also, in appropriate circumstances, be capable of 
regulating the conduct of pupils when they are away from school premises and outside 
the jurisdiction of the School, for example during an exeat or half term and in the holidays.  
This will normally be where the conduct in question could have repercussions for the orderly 
running of the School, affects the welfare of a member or members of the school community 
or a member of the public, or which brings the School into disrepute. 

Pupils are expected to know and understand the School Rules as detailed in the 
Pupils’ Handbook which they should read through with their parents.  The School Rules will 
be amended from time to time and reinforced at assemblies and other times such as tutor 
periods. 

This policy and the School Rules can be made available in large print or other accessible 
format on request. 

 

4 Academic Rewards and Sanctions 

All pupils – even Sixth Formers – like to see their efforts rewarded and teachers are 
encouraged to ensure they use academic rewards with pupils in all year groups. 

Each department has a policy outlining the sort of work suitable to earn merits, causes for 
applause and Headmaster’s distinctions. 

Academic rewards and sanctions have points associated with them.  These all count 
towards Certificates of Academic Endeavour.  Merits do not count cumulatively towards 
causes for applause or Headmaster’s distinctions.  Teachers should issue only one reward 
or sanction for an individual piece of work. 

The expectation is that teachers will deal with minor academic misdemeanours 
themselves before moving the problem upwards.  That said, teachers should not be wary of 
progressing problems to the next level if needed. 
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Pupils may usefully be reminded of the Classroom Code of Conduct.  This was drawn up 
by the pupils themselves and can be found in the Pupil Handbook.  It should also be 
displayed in classrooms. 

Headmaster’s 
Distinction 

+5 A stand-alone award for an outstanding piece of work, usually one 
produced over a number of weeks.  Awarded only with the 
approval of the Head of Department and presented in 
Headmaster’s Assembly. 

Cause for 
Applause 

+3 A stand-alone award for a really good piece of work or effort 
according to departmental policy. 

Merit +1 Awarded by a subject teacher for good work or good effort. 

Record 
Academic 
Incident 

0 An opportunity to record an academic matter on iSAMS without 
attaching any points. 

Academic 
Warning 

-1 Used to inform relevant staff (tutor, senior house staff) and 
parents that there is a minor problem.  It may be simply for 
information or may, for instance, require work to be caught up.  
This can be stated in the comment. 

Academic 
Concern 

-3 More serious than a warning.  It might be issued because an Early 
Warning has been ignored or there have been some persistent 
failures. 

Departmental 
Detention 

-5 Normally used in the case of poor or late written work when an 
academic concern has not produced the desired result. 

 

Departmental detentions take place on Wednesday afternoon between 16.05-18.00 (the 
amount of time to be used as needed) and are managed within individual academic 
departments. 

Departmental detentions take priority over all School activities other than paid activities.  
(In such cases, the teacher should rearrange a suitable time for the pupil to be detained.) 

Lower School Pupils cannot attend departmental detention until after prep ends at 17:00. 

It is to be stressed that departmental detentions, and the involvement of Heads of 
Department, should always be used for academic problems before any other detention. 

 

5 Flexi Prep 

Flexi Prep is a privilege awarded by tutors, in consultation with the Head of Year and Senior 
House Staff, on the basis of good performance in an Interim or End of Term Report 



 

The Royal Hospital School | Behaviour Policy 6 

 

6 Behaviour and Conduct 

We expect our pupils to behave well and to make a positive contribution in all their 
endeavours.  However, it is sometimes appropriate to acknowledge particular good conduct 
which goes above and beyond our normal expectations. 

These rewards for good conduct mirror academic merits but they count towards 
separate Good Conduct certificates and prizes. 

The sanctions are intended to work in a hierarchical manner where failure to resopond to 
lower level sanctions will lead to the use of more serious sanctions. 

Ultra bene +5 The good conduct equivalent of a Headmaster’s Distinction.  Ultra 
benes may only to be awarded in exceptional circumstances and 
with the agreement of the pupils’ SHS, HoY or a member of SMT.  
They are presented in headmaster’s Assembly. 

Super bene +3 The good conduct equivalent of a cause for applause. It should be 
awarded for an act of exceptional good conduct above and 
beyond expectations for a pupil. 

Bene +1 The good conduct equivalent of a merit 

Record 
Behaviour 
Incident 

0 An opportunity to record a behavioural matter on iSAMS without 
attaching any points. 

Behaviour 
Warning 

-1 Used to inform relevant staff (tutor, senior house staff) and 
parents of a minor incident of misbehaviour e.g. late for lesson; 
talking in lesson having been asked to be quiet. 

Behaviour 
Concern 

-3 Used to record misbehaviour more serious than a warning.  It 
might be issued because a behaviour warning has been ignored 
or there have been some persistent failures.  It is also used for 
more serious first offences e.g. chewing gum; play fighting; 
spitting; disobedience; iPad misuse.  A behaviour concern may 
also be used to record a minor house punishment or 
misbehaviour more serious than a warning e.g. swearing. 

House 
Sanction 

-5 Used to record serious house punishments including the issue of 
a satis card or gating.   
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7 House Rewards and Sanctions 

Each house has its own rewards system, the administration of which is left to individual 
housemasters and housemistresses.  These are reviewed by the Deputy Head (Pastoral) to 
ensure consistency of approach. 

Significant breaches of discipline which occur in houses should be dealt with in 
accordance with sections 8 and 10 of this Policy. 

Minor breaches of discipline should be dealt with by house staff using a suitable 
sanction at his or her discretion.  In order to promote consistency between the houses, 
attention is drawn to the agreed guidelines for house sanctions as amended by the Deputy 
Head (Pastoral) from time to time. The following is a list of suitable sanctions: 

 Helping to keep the house clean and tidy; 
 Loss of privileges, such as tuck shop access, watching television or video; 
 Sitting in a designated place to perform a useful educational or community 

activity; 
 Confining the pupil to the House except for recognised school commitments; 
 Issue of a satis card 

All house punishments should be recorded by House Staff in iSAMS.  It is also possible to 
record both academic and behaviour incidents in iSAMS without attaching points of that is 
felt appropriate using Record Incident. 

House Prefects play an important role in maintaining good order and discipline in 
houses.  They are expected to set a good example and should not ignore poor 
behaviour from younger pupils.  They should not sanction pupils beyond a simple 
admonishment.  However, should they encounter behaviour which they feel warrants formal 
punishment they should inform the Senior House Staff. 

 

8 School Detentions 

School detentions may be considered when the academic, behaviour or house sanctions 
detailed above have failed to produce the desired result. 

Pupils will be given suitable work to do in detention to occupy them for the specified 
time.  Ideally, this work will prompt the pupil to reflect on his/her poor behaviour and consider 
how to improve.  The work will be set by the teacher awarding the detention. 

Pupils in detention must be told clearly that they have a detention, what it is for, when 
it will take place and what work they will be expected to do.  This should normally be 
done in person and not by email; 

If a teacher wishes to place more than five pupils in a given detention, he or she should 
consult with the Second Master. 

Friday Detention 

Friday Detention is for: 
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 persistently overdue or unsatisfactory work following departmental sanctions; 
 where a pupil has missed a departmental detention without good reason; 
 persistently breaking school rules following other sanctions 
 more serious misbehaviour e.g. lying; unauthorised absence from assembly or 

Chapel; misbehaviour on the school bus. 

The detention will be for a one hour period, on Friday, 1700-1800 in Room 42 supervised 
by a Senior Member of Staff, assisted by a School Prefect; 

Should a Prefect witness an offence deserving of a Friday Detention he/she must consult 
with the relevant housemaster/housemistress or the Second Master; 

If a pupil fails to attend a Friday Detention, he/she will be placed in Headmaster’s Detention 

Headmaster’s Detention 

A Headmaster’s Detention may only be awarded with the agreement of a member of the 
Senior Management Team.  It will normally be reserved for serious or persistent bad 
behaviour or work.  For example 

 failure to improve work or behaviour following Friday detention; 
 where a pupil has missed a Friday detention without good reason; 
 serious misbehaviour e.g. insolence; unauthorised absence from a lesson; 
 offences relating to smoking, alcohol and digital misuse as detailed in the relevant 

policies. 

Pupils in Headmaster’s Detention will report to the Second Master at 10.40 on Saturday 
morning. 

The detention will be for a two hour period on Saturday evening, 19.00-21.00 in Room 42 
supervised by a duty member of staff. 

A pupil put into Headmaster’s Detention must attend at the earliest opportunity.  
However, if he/she is going on Special Leave or is involved in a school match, he/she can 
request that such a detention be deferred for one week. Such a request may or may not be 
granted depending on the circumstances and the seriousness of the misdemeanour. 

Following Headmaster’s Detention, pupils must return to the house at the conclusion of 
the detention period.  They must report to the duty member of staff upon return and will 
remain in the house for the rest of the evening.  Day Pupils who have been placed in this 
detention should be collected at 21.00. 

 
 

9 Accumulation of Rewards and Sanctions 

The principle is that pupils should work to accumulate rewards over the term and year to 
achieve academic and good conduct certificates as detailed above. 

Academic Certificates are awarded to pupils based on a cumulative number of points for 
merits, causes for applause and Headmaster’s distinctions over the course of an academic 
year.   
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Certificate 
Points Required 

Token Value Awarded in 
7-10 11-13 

Bronze 30 15 - Tutor meeting 

Silver 75 25 - House meeting 

Gold 100 40 £5 Year assembly 

Platinum 150 60 +£5 Headmaster’s Assembly 

Diamond 175 75 +£5 Speech Day 
 
Negative points will count directly against positive points in determining whether a pupil 
receives a reward. 

Good Conduct Certificates are awarded to pupils based on a cumulative number of points 
for benes, super benes and ultra benes over the course of a term.  Each certificate is 
rewarded with a token worth £5.   

Sanctions should lead to changes in behaviour.  Pupils who accumulate sanctions – even 
lower level sanctions – should be identified and their behaviour challenged.  This requires 
careful monitoring by tutors who receive notification of all rewards and sanctions for their 
tutees.  If a tutor notices a pupil being sanctioned for similar offences by a range of teachers, 
it may be that the tutor will feel an escalation of sanction is appropriate.  For example, a pupil 
may be sanctioned with Behaviour Concerns by two different teachers for chewing gum on 
two separate occasions.  The tutor would be aware that the pupil had failed to respond to the 
initial concern and therefore would escalate the second Behaviour Concern to a Friday 
Detention. 

The accumulation of negative academic or behaviour and conduct points as shown below 
will trigger intervention by staff.  Each trigger point should lead to a meeting with the member 
of staff concerned and the pupil will normally be placed on a report card.  The parents will 
also be informed. 

Termly Triggers 

Concern Meeting  with: 
Negative Academic 

Points (Term) 
Negative Conduct 

Points (Term) 
School Detention 

Points (Term) 

Tutor -8 -8  

Senior House Staff  -15  

Head of Year -15   

Deputy Head (Academic) -25   

Deputy Head (Pastoral)  -25  

Second Master   -30 

Headmaster   -50 
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10 Serious breaches of school discipline 

It is not possible to define every situation under the title of ‘Serious Breaches of Discipline’, 
but the most likely ones are as follows: 

 Suspicion of sexual misbehaviour, i.e. exceeding the limits of acceptable behaviour 
(as defined by the Relationships Policy); 

 Suspicion of supplying, being in possession of, being under the influence of or 
being in the presence of someone using controlled drugs (or substances 
intended to resemble drugs), (See also Drugs Policy); 

 Suspicion of supplying, being in possession of, being under the influence of or 
being in the presence of those who are using alcohol. (See also Alcohol Policy); 

 Suspicion of supplying, being in possession of, using or being in the presence 
of those who are using tobacco or e-cigarettes. (See also Smoking Policy); 

 Suspicion of the abuse of solvents; 

 Suspicion of being involved in some activity likely to bring harm to himself/herself 
or members of the School and community, including serious or persistent bullying; 

 Suspicion of theft; 

 Persistent attitudes or behaviour which are inconsistent with the School’s 
ethos; 

 Suspicion of breaking the rules pertaining to driving as laid out in the Rules for 
the use of Motor Vehicles. 

The investigation procedure to be followed when a serious breach of School discipline has 
occurred can be found in Appendix B. 

Advice relating to searching pupils can be found in Appendix C. 

The following sanctions are all recorded on the Serious School Sanctions section of ISAMS. 

Internal Suspension 

Internal suspension is a serious punishment.  It is to be applied either when a single 
serious offence has occurred or where persistent misbehaviour has occurred and has not 
been corrected by the application of other sanctions.  Internal suspension is an opportunity 
for a pupil to be punished without being sent home.  However, if a pupil fails to 
cooperate with the rules of internal suspension then he/she is liable to have his/her period of 
suspension extended or to be externally suspended. 

The general principle is that the pupil loses his/her free time which is instead used for 
extra study or community service.   He/she is expected to use the time profitably and is 
given the opportunity to demonstrate that he/she wishes to make amends for his/her 
irresponsible behaviour and to rebuild his/her reputation and the trust which must exist 
between him/her and the School.  He/she will work closely with the staff supervising the 
internal suspension, usually the pupil’s Housemaster or Housemistress.  The following 
routine contains the main elements of a programme for a pupil on internal suspension. 
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 When the Second Master or Deputy Head (Pastoral) has decided that a pupil needs 
to serve a period of internal suspension, Senior House Staff (SHS) should inform 
the parents by telephone, if possible, followed by a letter from the Second 
Master or Deputy Head (Pastoral). 

 The Second Master or Deputy Head (Pastoral) will see the pupil concerned with their 
Housemaster or Housemistress and inform him/her of his decision, the length of 
the suspension and will then go through with the pupil concerned the details of 
the suspension.  For more details, see the Internal Suspension Diary. 

 A community service tariff (usually 2 hours per day) will be applied, with a 
maximum of 15 hours in total depending on the seriousness of the misdemeanour.  
Pupils on suspension will have the opportunity to remit this time by adopting a 
constructive and proactive approach to their community service.  

Internal suspension also includes gating with housing to the boarding house during leisure 
time, the wearing of school uniform at all times and a Headmaster’s detention. 

At the end of the internal suspension the Housemaster/Housemistress should enter into the 
diary a short report to the Second Master or Deputy Head (Pastoral)  informing him/her of 
the attitude and demeanour of the pupil. 

External Suspension 

External suspension may be used as a sanction in cases of very serious or persistent 
breaches of discipline.  External suspension may also be used when a pupil has failed to 
cooperate with an internal suspension. 

When the Headmaster or Second Master has decided that a pupil needs to serve a period of 
external suspension, Senior House Staff (SHS) should inform the parents by telephone, if 
possible, followed by a letter from the Headmaster.  The parents are then required to 
arrange for the pupil to be removed from the school premises for the period of the 
suspension. 

Expulsion and Removal  

Expulsion and Removal are only available for serious breaches of discipline in the 
circumstances set out in the Expulsion, Removal and Review Policy. 

Where the Headmaster has made a decision that these sanctions should be available 
for a serious breach of discipline, the procedure under that Policy will be followed. 

11 Use of reasonable force or restraint 

Any use of force by staff must be in accordance with the Policy on the Use of 
Reasonable Force. 

Corporal punishment is not used at The Royal Hospital School. 

12 Malicious allegations against staff 

Where a pupil makes an accusation against a member of staff and there is reasonable 
suspicion that the accusation has been deliberately invented or malicious, the 
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Headmaster will consider whether to take disciplinary action in accordance with this 
policy. 

Where a parent has made a deliberately invented or malicious allegation the 
Headmaster will consider whether to require the parents to remove their child or children 
from the School on the basis that they have treated the School or a member of staff 
unreasonably and compromised the requirement for mutual trust and confidence in 
accordance with the Expulsion, Removal and Review Policy. 

In accordance with the Department of Education’s guidance Keeping children safe in 
education, the School will consider a malicious allegation to be one where there is sufficient 
evidence to disprove the allegation and there has been a deliberate act to deceive. 

13 Review of sanctions 

A pupil or his / her parents may request a Review by the Governors of the 
Headmaster's decision to Expel or Remove a pupil, or where a decision has been made to 
suspend a pupil for eleven School days or more, or where suspension would prevent 
the pupil from taking a public examination.  See the School's Expulsion, Removal and 
Review Policy. 

There will be no right to a Governors' review of other sanctions but a pupil who feels 
aggrieved may ask the Headmaster, Second Master or Senior House Staff to take up his or 
her concerns with the member of staff who imposed the sanction. 

14 Equality 

The School is aware of and will take into consideration issues related to protected 
characteristics (age, disability, race, religion and/or belief, sex, sexual orientation, gender 
reassignment, pregnancy and maternity, marriage and civil partnership) and their impact on 
the individual needs of pupils when considering any disciplinary issue in accordance with its 
obligations under the Equality Act 2010. 

The School recognises that where challenging behaviour is related to a pupil's disability, use 
of positive discipline and reward methods enables the School to manage the pupil's 
behaviour more effectively and improve their educational outcomes. 

 
The School will make reasonable adjustments for managing behaviour which is related to 
a pupil's special educational need or disability.   

15 Review of the Behaviour Policy 

This policy will be reviewed regularly by the Second Master, in consultation with the 
Headmaster and Senior Management Team, and will be submitted for approval to the 
Governing Body after any substantial revisions. 
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Appendix A 

Summary of Rewards and Sanctions  

Academic 

HM Distinction +5 

Cause for Applause +3 

Merit +1 

Record Academic Incident 0 

Academic Warning -1 

Academic Concern -3 

Departmental Detention -5 
 
 

Behaviour and Conduct 

Ultra Bene +5 

Super Bene +3 

Bene +1 

Record Behaviour Incident 0 

Behaviour Warning -1 

Behaviour Concern -3 

House Sanction -5 
 

School Detentions 

Friday Detention -10 

Headmaster’s Detention -15 
 

Serious School Sanctions 

Internal Suspension -20 

External Suspension -25 

Expulsion -50 
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Notification of Rewards and Sanctions  
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R Academic Headmaster's Distinction +5 Y N Y Y Y Y Y N N N 

R Academic Cause for Applause - CfA +3 Y N Y Y Y Y Y N N N 

R Academic Merit +1 Y N Y Y Y Y Y N N N 

 Academic Record Academic Incident 0 N N N N Y Y Y N N N 

S Academic Academic Warning -1 Y N Y Y Y Y Y N N N 

S Academic Academic Concern -3 Y N Y Y Y Y Y N N N 

S Academic Departmental Detention -5 Y N Y Y Y Y Y N N N 

              

R Behaviour & Conduct  Ultra Bene +5 Y N Y Y Y Y Y N N N 

R Behaviour & Conduct Super Bene +3 Y N Y Y Y Y Y N N N 

R Behaviour & Conduct Bene +1 Y N Y Y Y Y Y N N N 

 Behaviour & Conduct  Record Behaviour Incident 0 N N N N Y Y Y N N N 

S Behaviour & Conduct  Behaviour Warning -1 Y N Y Y Y Y Y N N N 

S Behaviour & Conduct  Behaviour Concern -3 Y N Y Y Y Y Y N N N 

S Behaviour & Conduct  House Sanction -5 Y N Y Y Y Y Y N N N 

              

R Certificate Bronze 0 Y N Y Y N Y Y Y N N 

R Certificate Silver 0 Y N Y Y N Y Y Y N N 

R Certificate Gold 0 Y N Y Y N Y Y Y N N 

R Certificate Platinum 0 Y N Y Y N Y Y Y N N 

R Certificate Diamond 0 Y N Y Y N Y Y Y N N 

R Certificate Good Conduct 0 Y N Y Y N Y Y Y N N 

              

S School Detention Friday Detention -10 Y N Y Y Y Y Y Y Y N

S School Detention Headmaster's Detention -15 Y N Y Y Y Y Y Y Y N

              

S Serious School Sanction Internal Suspension -20 N Y N N Y Y Y Y Y Y 

S Serious School Sanction External Suspension -25 N Y N N Y Y Y Y Y Y 

S Serious School Sanction Expulsion -50 N Y N N Y Y Y Y Y Y 
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Appendix B 

 
Investigation procedure for serious breaches of school discipline 

 
The following procedures should be followed if a serious disciplinary offence is thought to 
have taken place. 

 
A serious disciplinary offence is an offence which might warrant internal suspension, 
external suspension, Removal or Expulsion.  Where the Headmaster makes a decision at 
the outset or at any point during the investigation into a serious disciplinary offence that the 
sanctions of Expulsion or Removal should be available then the procedures in the Expulsion, 
Removal and Review Policy will apply from that point. 
 
The procedures in this Appendix are for guidance and they may be altered if 
circumstances require, for example if specific staff are unavailable or if the matter requires 
expeditious action. 
 
Internal investigations can inadvertently prejudice investigations by Social Services or 
the Police.  If it appears that a serious disciplinary offence is a matter for Social Services or 
the Police, staff must stop the internal investigation immediately and refer the matter to the 
Headmaster and/or the Designated Safeguarding Lead as appropriate. 
 
If a serious offence appears to have been committed, the member of staff concerned 
should inform the pupil’s housemaster/housemistress as soon as possible or 
immediately if necessary. The housemaster/housemistress should, in turn, inform the Deputy 
Head (Pastoral) (DHP) or the Second Master (2M). In the event that this is not possible then 
the housemaster/housemistress should refer the matter directly to the duty member of SMT. 
The DHP, 2M or other member of SMT will inform the Headmaster (HM) that a serious 
disciplinary offence may have taken place as soon as reasonably possible but this should 
not delay the process of beginning an investigation into the matter. 
 
The housemaster/housemistress, having referred to the DHP or 2M, as outlined above, will 
begin the investigation by conducting an initial interview with the pupil/pupils 
concerned and by arranging for the pupil/pupils concerned to produce a statement relating 
to the matter. 
 
Once the initial interview has been conducted by the housemaster/housemistress the 
matter will be handed on to the DHP or 2M. This should be done as soon as possible and 
should include a statement written by the housemaster/housemistress setting out the initial 
findings with supporting documentation (i.e. interview notes and pupil statements). 
 
If it is apparent that a serious disciplinary offence has taken place the pupil/pupils 
concerned will be formally interviewed in depth by the DHP or 2M. Prior to an interview 
of this type the housemaster/housemistress concerned should telephone the pupil’s parents 
to inform them of the nature of the investigation and the alleged involvement of their 
son/daughter. The housemaster/housemistress should also arrange, if possible, for the 
parents to speak on the telephone to the pupil/pupils involved. Only under exceptional 
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circumstances should it be necessary for the pupil/pupils concerned to be interviewed in 
depth before parents are informed of the matter. 
 
Once the in depth interview has been conducted by the DHP or 2M the matter may be 
referred to the HM if necessary. This should be done as soon as possible and should 
include a statement written by the DHP or 2M setting out the findings, recommended 
disciplinary action, together with all supporting documentation (i.e. interview notes and 
statements). 
 
If it is thought to be necessary the HM will conduct an interview with the pupil/pupils 
concerned. At meetings of this type the parents of the pupil/pupils will be invited to attend in 
support of their son/daughter, as will the relevant housemaster/housemistress who will be in 
attendance to supply evidence/mitigation as requested by the Headmaster. Disciplinary 
action may or may not be taken by the HM following a meeting of this kind. 
 
Additional advice relating to serious disciplinary matters 
 
 It is imperative that serious disciplinary matters are investigated thoroughly 

and at a measured pace so that no premature judgements are made concerning the 
matter; 

 Once an investigation for a serious offence begins it may be necessary for the 
pupil/pupils concerned to be supervised by a member of staff or in extreme 
cases isolated from other pupils; 

 Any investigation should be conducted away from the public gaze; 
 When a pupil is interviewed he/she should be made aware of the matter being 

investigated at the start of the interview. It should also be made clear at the start of 
an interview that pupils are expected to tell the truth and that if they do not do so they 
can expect to be interviewed again; 

 Careful contemporaneous notes should be kept during all interviews; 
 Individual written statements should be produced on the correct form and they 

must be dated and signed by the pupil concerned. Pupils writing statements should 
do so on their own or should be supervised.  After the statement has been written, 
pupils may be asked to clarify particular issues in their statements but, under no 
circumstances should undue pressure be placed upon pupils writing statements; 

 In their conversations with the parents the housemaster/housemistress should 
warn parents if exclusion is a possibility, should refer parents to the relevant 
policy and stress that an investigation is underway; 

 When a pupil is interviewed by the DHP or 2M his/her 
housemaster/housemistress or tutor must be present to support him/her. 
Parents will not normally be invited to interviews with the DHP or 2M. 
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Appendix C 

 
Guidance concerning searching pupils (in accordance with the DfE's guidance 
Screening, Searching and Confiscation.) 
 
Informed consent: The School staff can search pupils or their studies with their consent for 
any item.  If a member of staff suspects that a pupil has a banned item in his / her 
possession, they can instruct the pupil to turn out his or her pockets or bag.   
 
Searching pupils with consent: Before any search is undertaken consent will be sought.  
In seeking consent, the age and maturity of the pupil will be taken into account together with 
any special educational needs they may have. If consent is refused, the pupil will be asked 
to say why s/he has refused.  The School will be entitled to draw inferences from his or her 
response and general demeanour and sanctions may be applied in accordance with this 
policy. If it is deemed necessary to do a search of a pupil's study with consent this will be 
conducted in the pupil's presence and/or with another adult in attendance (in addition to the 
member of staff conducting the search). Searches may be conducted without the knowledge 
of the 2M or DHP.   
 
Searches without consent: The Headmaster further authorises members of the School’s 
Senior Management Team (SMT) and Senior House Staff (SHS) to search pupils, their study 
or their possessions, without consent, where they have reasonable grounds to suspect the 
pupil has a prohibited item. 
 
Prohibited items are: 
 

 knives and weapons; 
 alcohol; 
 illegal drugs; 
 stolen items; 
 tobacco and cigarette papers; 
 fireworks; 
 pornographic images; 
 any article that a member of staff reasonably suspects has been or is likely to 

be used to commit an offence, cause personal injury or damage to property; 
 any item banned by the School Rules which has been identified in the rules 

as an item which may be searched for.   
 
If a member of staff of the School believes that a pupil is in possession of a prohibited item, it 
may be appropriate for a member of staff to carry out: 
 

 a search of outer clothing; and / or 
 a search of school property, e.g. pupils' lockers or desks; and / or 
 a search of personal property (e.g. bag or pencil case within a locker). 

 
Pupils cannot be required to remove clothing that is worn next to the skin or 
immediately over a garment that is being worn as underwear; they may only be required 
to remove "outer clothing" such as coats and shoes. 
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The search must be carried out by a member of staff of the same sex as the pupil being 
searched in the presence of a second member of staff of the same sex.  There is a very 
limited exception to this rule which only applies if the member of staff reasonably believes 
that there is a risk that serious harm will be caused to a person if the search is not conducted 
immediately and where it is not reasonably practicable to summon another member of staff. 
 
If the search reveals any offensive weapons or anything else which amounts to evidence in 
relation to an offence the School will contact the Police. 
 
The pupil must be present during the search in addition to the person searching and another 
member of staff. 
 
Searching the pupil's possessions includes searching a pupil's goods over which he has or 
appears to have control. 
 
Searches will be conducted in such a manner as to minimise embarrassment or distress. 

 
Where the Headmaster, or staff authorised by him, find anything which they have reasonable 
grounds for suspecting is a prohibited item, they may seize, retain and dispose of that item 
as appropriate in accordance with the DfE guidance Screening, searching and confiscation.  
 
Searching electronic devices 
 
An electronic device such as a mobile phone or a tablet computer may be confiscated 
in appropriate circumstances in accordance with this policy.  If there is good reason to 
suspect that the device has been, or could be used to cause harm, to disrupt teaching or 
break the School Rules, any data or files on the device may be searched and, where 
appropriate, data or files may be erased before the device is returned to its owner.  Any data 
or files will only be erased, if there is good reason to suspect that the data or files have been, 
or could be used to cause harm, to disrupt teaching or break the School Rules.   
 
If inappropriate material is found on an electronic device, the member of staff may 
delete the material, retain it as evidence of a breach of School discipline or criminal 
offence or hand it over to the police if the material is of such seriousness that police 
involvement is required. 
 
Communication with parents 
 
There is no legal requirement for the School to inform parents before a search for 
banned or prohibited items takes place or to seek their consent to search their child and it 
will not generally be practicable to do so.  However, we will inform parents of any search that 
takes place and provide details of any items that have been found.  In appropriate cases we 
will consult parents on how the School should dispose of certain items. 


